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: Introdmtiom

As- ontlined in previous pmgresa and p. ogram reporta, the primary
objective of the Class’ ication and Wa e Administration Program is
b0 achieve and maintel' & sound oceupas iongl and galary structurs

clasg
“would be valid Prom the Classification standpoint. The problem ens

- threé¢ hundred position Table of Organization in which the operating :
- office requested that sixbtyeninme Low grade positions be abolished My
_and that ten percent of the remaining positions be changed %o higher
gra&esa To fagilitate the processing of this type of request, - g

. published Ageney position standards have bsen helpful in providing

- a mubiually accephable basia for resolving differences; but suff‘icient

. stendards to cover the majority of positions arg not yet svailable,

, I\Fatnrally, we have been faced with a* ‘greater effort and one of 'hime-u :
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Ae'éﬁnmes Esport of the (i« aai:{‘ica.umn
and Wage Division from July 1, 195h to
. Dascember 31, 195k.

for Agency poaitions, - hich provides f w equitable salary alignment
with compensation leve s within and ov:side the Federal Government
end is responsive to t 2 unmusval job ¢ ,araeterietica and emploment
situations encountered in CIA,

With this objective ir mind, cur offcy ;8 diring the past six months -
have included the fine . reviow end ver jying for coordination of the
Occupational Handbook £ Classificabic 1 Titles end Codes, which sets

- forth and defines all ypes of positicas found in CIA; the review

and approval with appt priate classification changes of Tables of
Organization for many somponents; the conduct of classification surveym

- the developrent, coorc natioa and publication of Position Standardsy
- ¢he procesaing of ind’ ridusl position and personmnel actions inwolving
. degk andit and. analya. 3 of existing snd proposed positions; and the

prepavation of a mmzb( » of staff studies in the fisld of selary and
wage administration, These major program activities are described

in detail in the fo.u« #ing pages.

During the perioed’ completed, a mmber of- organizations have proposed
new Tebles of Organization to reduce their suthorized positions to
theie ceiling figure, This type of activity hseg required careful
cation review to assure that the revised Table of Organization

countered im this regard is highlighted by one proposed shanga. of a-

consuming. character in obtaining agrecwent from operating offices .

" on proposals in widch the requested grade structure cannot be appméd.,

In other words, it takes but minubtes to say fyag”, but "hours" to

- say "no, and make it atick",

Y
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Although a messure of assistance has been dbtained by the publi sbion . -
of Agency Regulation B T-blos of Organization, which specefies =
job information will accompany requests for 7/0 Changes, the major -~ ..
organizational ¢hanzes are generally of such stated priozity aad. . 1

- immediacy that freqaently they must be approved subject to receiph . .

of job information at a later dabe, This operating procedure, of -
course, requires congldersble follow=up cn the part of the Divisiom
and ddctates vhe charecter of a substantisl portion of our future
workiocad. ' - _ ‘

During the period the trend of the sverage grade of each compongnt .
Pable of Organizstion was closely obgerved and comparisons nade over .

‘@ five-year period, The ever-increaging. grads 1@‘79},&,@&i‘i‘ss-bmigstary
- significande were pointed oub to operating gﬁfﬁ;z:és"parbieular in _
- eonnection with Teble of .Organization changes, Within the DD/I Ares,

)

operating offices sdopted the spproach of waintuining existing
averaege grades to the greatest exbemt possible during the developumsnt
of new T/00s, -

In Light of operating requirements get Torth, our future plans call
for the conpletion of additional Pogition Standerds for pogitions

mogh common to the Agency, the conduct of Claszification Surveys to
eotablish firm and valid classification structuves for existing =
erganmisations, and the increased familiarization of operating officials
with the value of classificabion -to them in achieving a sound personnel
wenagenwent progren in their activity,. L e :

Progress ima-bem made i':ﬁ providing flexibility to meet emergency
and operational staffing and assigment gituations through the develope

" went and initiation of procsdures for controlled temporary assigis
ments of versomel o lower graded positions than the grade held,

. Additionsl procsdural and imstructional guides will be
pehlished in the near future, of which an important publication
curvently boing coordinated is the CIA Cecupational Handbook of _
Ciossification Titles and Codes. This will provide in ready refersuce
form the Agoncy occupational structure, in which similar types of
positions ave sssigned to appropriate cccupational groups, and @ -
standard title, definltion, and occupational code is set forth for .-

- each vategory of pesitiocn.

Recent developments in the Agency Career Survice Program as well 868
wolicy decisions received from the Office of the Director and requesis
for clasgification services from the Deputy Dirastor for Adwinistyation
and other Officials emphasize the inereasing need for the applicatiom -
of classification and wage administration techulques to all Agency .
pogltions and Componsnts, Accordingly, an accsleration in the pace . .
of cur activitiss wust be planned for and accomplished during the ..~ .
coming years o

Seany
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II. Following is a distribution of the percentage of total staff time -
spent on the various activities during the reporting periocds :

Category ' Characteristics Time Percentage
1, Classification Collecticn, fecording, and analyéia , '20%
Surveys., : of duties and qualification require-

ments information about all positions

in particular organizational eomponents
or occupational categories. Presenitation
of classifications determined upon for
the positions and coordination of resuits
with Office concerned, Preparation of

survey reporta,

2. Position Intensive analysia of positions in pare a4
Standaerds, ticular cecupational categories., Prow
paration therefrom of summary statements
of the essential characteristics of Lhe
categories and of the levels of work
therein, qualifications required there~
for, and the lines of progression,
Coordination of these products,

3, Individual Review of selected individwal personnel 23%
Classification actions in terms of the classification
Actions, propriety. Such aciions are those in

which there are wnresclved questions
concerning the classification of the
positions, and their resolution frequently
requires desk asudits and the preparation
of descriptions. Category includes super-
grade position review and recommendations.

i, Table of Ore Claseification review of T/0 proposals and 12%
ganization Review  preparation of OP resommendstions to DD/A,
and Digtribution.,  Distribution of approved T/0's and control
: of all T/0 records,.

S, Specisl Studies Preparation and coordination of regulatioms, 18%
and Staff Secrvices, handbooks, and other guldes on classification
' and wage administration matters. Staff support
to AD/P on the CIA Supergrade Structure and
related matters., Preparation of comment® on
applicability to CWD program of legislative
and other proposals, Analytical studies on
current problems of concern %o CWD activities.
Extension of machine tebulation mathods in the
presentation of information about occupational
structure of Agency Components., Staff assistance
to operating offices on classification problems.

(Ths remaining staff time was divided belween fovmsl. sraining within the
Rgenay, losve, and dobnils o othar OP Mvisleaw.)
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IIT. Position Analysis Surveys - 20% Workload Factor

Surveys conducted during the period, as listed in detail in
Annex 1, covered a wide variety of agency activities. In
genersl, small organizationz were selected for survey rather
than concentrating on efforts for a complete survey of avy

. Major Component. This procedure was occasioned partly dua to
the fact that a.large portion of our staff was commidted during
the early part of the reporiing period to completing the come
prehensive survey of the entire Logistice Office, Bl positions. 25X9A2
Aecordingly, later survey assignments were based on specific
requests from operating offices and upon the nscessity to cover
a wide variety of occupations to provide material for the develepe
ment of Position Standards. ' '

Surveys in the DD/P Area and in the Office of Communications during

this period wers not feasible due 0. the necessity to devote our

efforts to classification services in comneciion with the large -

nwiber of re-organizations and the cut-back of component T/0% %o
 %he ceiling suthorization, Accordingly, in these areas individuel
" position analyses in conrisetion with proposed T/0 or personneél <, - .. .. L
' ions were msed as a subatitute for organizationsl survays,::
However, currently & momber of the Diviaion ia conducting a survey.
of gelected positions in a mumber of:.overneas activities of Office’

myinicationsy and plans have been developed to survey a sub- - T
stantial nuber of DD/P positions on ‘an vccupational basis. Tha .1 :
~ latber technique will probably prove ‘to be more efficlent in this

" Standards completod during the period pr nearing completicn (Amnex 2),
" wili provide a practical basis for making | lagsification and quell

atdons determinations for a subst ntial portion of the Agency's

. positions in & nunber of oceupational groups, As these shandards
are coricernsd principally with DD/A; DD/I, Commo and Perscunsl s

~ positions, our efforts are being shifled to development of sbandards ~
appropriate to DD/P-type positions, - Of these, the Reports Officer .
standsrd is nesring completien, and the Ares Operations Offiecer = 7 '
standard 1s undervay. P T

Tn order to provide a basis for qualifications review for the large - D
mber of personnel actions being proceseed by Placoment and Utill- - e
zation Division, this Division continued the program of developing

"Interim Quelification Standards” to £i11 this immediate requirement. ‘

——ii
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These gtmdardg wlil be subsequently _replacra?d by complete Position B
Standarda for each occupational category as the latter provide a better

~ basis for qualifications ss well as clagsification determinations..

~ Due'to ameycammnts , the pressure for processing of Tebles =
of Organizationy and the conduct of gpecial staff studies, a smaller-. .

percentage of ataff effort was devoted to the standards program. - .
. during the period then is cansidsred. desirabla, To strengthen our - - .
hand in regard to standards coverage, currently efforts ars being
- direéted %o a stresmlining of our standards format ard the develop= .
- ment: of standard position descriptions sg an acceptable substitute,
A prefersble solution, however, would be an {ncrease in the Division .
ptaff to provide additlonal gtandardé personnel,. R

V. Tndividual Classificstion Actions ~ 23% Worklead Factor

1. * The percentage of bime devoted to this category was approximately
. the same ag that for the preceding six montheg however, this
 peweenbage continues to b significantly smaller than for previous
" years vhereln 1t represented approximately 50% of totel activity.
The Division conbinmed to examine personnel actions effecting the
incnaliency of particular pesitions that have boen *flagged" due.
$0 problems concerning theiy classification, In addition, it =
examined porsonnel acticus affecting positions shont whish the -
opiginating offics specifically requested & classification review
" g® in the case of career service and promobion actions, The large ’
. percentage of time deveoted to the setivity reflects the awwber of-..

both £lagged positions and specific requesta for review,
25X9 2, During the period [l individual personnel actions were processed,
‘ 8 substanitial portion of which involved the making of individusl " ,
desk audits and the preparation and allocation of position descriptionse
Statistics indicate that a significant proportion of the totel nusber
of position desoriptions produced result from this category of activitys
Consequently, despite the emphasis upon swveys, it continved to be
: ~ a fruitful means of securing the documentation of Agency positionsy .
25X9 Il dcscriptions being produced in this manner,

3, - Although not a direct clasaification regpoi ibility, the service
designation determination for posltions, particularly in the /P
Aren, bocamo a matier for owr action in comnection with individual
perscnnel actions, inaswmuch as determinetion of the naturs of tho
duties of each positlon was pignificant in esteblishing its service
desigpation, _ _ o : '
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During the period, an increa:cing percentege of "turn-downs" on
individual requests was note’, indicative of our current policy

of reviewing all actions against positions which have not been o
fully documsnited during the yprocessing of the Table of Organizatiomn.

Tables of Orgenization Revie = and Approvel - 12% Workload Factor:

Amnex 3 herete reveals that ajor T/0 revisions including in excess
of Illllpositions were proe 3sed during the 6 month periode In
addition, approximetely 500 :squests involving from ome to fifteen
pogitions each were reviewed processed, and disseminated. Some
of the major problems encour ered in this function wers mentioned
in the Inbroduction to this gport.

“The aignifieﬁnt $rend zin res act to processing majoer T/0% is the

provision ¢this Division is w king for a well-timed follow-up of the
approved or tentative T/0 though the emmduct of classification
surveys or the review and ev luztion of positlon descrlptions pre=
pared by vhe Compoment comce med. Currently, sppreximately 500
deseriptions are in process £ preparation by operating components
an an aftermoth to tentative T/g approvaly and in connectiion with
the major T/0 revision for {’fice of Training, srrangements have
been mede for a complete clesification survey early in 1955, Im

‘addition, staff membors sre iow participating %o a substantial

degree in the initisl planning of T/0 revisions through the rendering -
of claseification advice to operating officlels faced with re-
organizations., In one casze, Foreign Documents Divieion, 00, & -
elaggification survey was comploted preliwminary to formsl svbmission -
by the AD/0O of the T/0 revision proposal, SR

As in the case of individual persomnel actliom requséﬁ&, steps ware

. taken to assure that sufficient facts were availsble to justify the

ho

classification strusture for each new Tasble of Organization, A
large wuiber of propoged pesitions wers approved al grades lower
than réquested by the operating office, but many of these were
resolved subject to later clagsification review, thus providing a-
-svbﬂtaﬂti‘alifutura workload for the gtaff,

Reviow of Project Tables of Orgenization continues, and efforts to

obtain bebter documentation, though frequently verbal, ave guite
Fruitfuls o :

-renEe
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Specisl Studies and Steff Services. = 18% workload factors

Repmeentative Specisl Studies accomplished by the Divisiom . .- ...\ ...
are 1isted in Amnex L, As will be noted thersein, the Division ~ =~ .
hag -been called upon to resolve certain problems in the field

ef- Persormel Management that are mich broader than the nomal
, Glaﬁsificati on and Vage Administration fanetion, :

20

A yide 'mriety of staff services were prmrided to operating ~ooaali
components of the Agency, to Career Service Boards, and to othewm - -
components of the Office of Persomnel, Continuing aonaultaﬁicns :
were held with represéntatives of offices serviced to answer »
questions and give information concerning the classification and -

: wage program and to reaclve individual classification problma.

vIIz,

1.

 Wage. Program of CIA reveals that the foremost cbjective for the__

2o :'.

Job information and recommendations based on desk sudits were |
provided various Career Service Boards upon their requsst. Retome
mendations were given to Placement and Utilization Division con~
cerriing items such as proper salary and wage rates appliczble

to persomnsl actions, normel promotion pmgression for various types
of positions and informel qualification requirements for positions .
not yet covered by official issuances, Huring the period a large el
nurber of persornel from outside the Division were given or:.entation BN
and briefing with respect to our program, ' These etaff services do-

rot Jend themselves to glamorous report, but they occupied signd.ficant,,
amounts of staff time and mmst be comidered an integral part of = .
our Program. - o

Progrem Objectives « 1 January 1955 to 1 July 1955:
Genenal

An evaluation of the current status of the Clagsificat ion and

cominig period will contimue to be that of achisving a sound e
occupaticnal, structure for the Agency, a structure which will ba
mutually acceptable by the operating offices, and Office of '

Personnel. and which can be defended, if the necessity arises, be~
fore the Pureau of the Budget or my Congressiomal commlttee, ... .. -
on *the bagis of the Lenctions snd reapomibilities of Agency poai "ionao o

To aecomlish the objective, our plans eall for the cmtinuanee of

the Claspification Survey and Standards Development Programs and a =~
strengthening of our position in making appropriate classifieation REE
determinations by the publication of Agency Regulations clearly oute
Iining the policy of the Director with respect to the responaibility

15_'_ and authority of the Office of Personnel in this regard,

Approved For Release 2383385 : CIA-RDP80-01826R000100030011-0 -
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Te give additionsl assistance to operating cemponsnts in the
development of changes in theilr organizational and staffing

structures, efforie will be devoted %o assuring early publication

of the CTA Occupational Hamdbook of Classification Titles and

Codes as well as to extending the coverage of owr Pesiticn Standards
and Interim Quelification Standards, Also, ws shall continue to

wake available 4o operating camonents the services of stalf membors
in cormeotion with /0 development as woll as deysto-day elsssification
problems, :

In ¢ onnection with the Pevsomnel Imstitute s 1% i8 conterplated that
the Division's five lecturss on Clasgification and Wage Administratiom
will betber familisrdze other mevbers of the PE Caveep Service with
ovr functions.

Claseification Survey Objectives:

f8 of the cwrrent date, actonsive surveys are being initiated dn the
"Overd® Area to cover cubstantlally 1l positdons im the Office of

Carrent Tobelligenee and the Office of Training. Surveys now in 25X1B

progress and to bo completed include the 4]#0) 25X9AD
and the Basic Intellipence Hvision, ORR

Plans have been cowmpleted for survey of the Securlty Office 25X9A2

and the Egonesic Area of Office of Regeareh and Reporin 25X9A2

Within the "Covers" Area pyincipal survey chjsciiver inelude a fiald
trip to resurve positions following & pending rew ‘
organization of organizavion, and the osnduct of sccupational.
surveys of categories of positions whioh are common to more than one
DD/P compoment, Case Officsr and Reports Officer positions lend
themsolves to this approsch, Currently, a womber of the Divisien is
surveying a sampling of 0ffice of Commmications fiald positions .
doring his Pield trip %o the Furopetn Aves,

In respense to a roquest from the DD/A, a major survey will be undese
tuken of 813 Administrative Officer positions iz the DD/A amd DD/P

Arezs as well ag a survey of specialized Administrative peasitions,

1,00 Security Officers, Lopistice Officers, Finance Officers, ete.
in DD/P, Departmental snd Fleld, This survey will be a Joint project

"of the Overt and Gmrﬁ Branches and the Suvveys and Stewdsrds Staf’,

Approved For Release 2001/05/07 : CIA-RDP80-01826R000100030011-0
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s Peglbion Stendards %Qectiveea

le Completion of the 23 pesiticn standards projects now underway,

2, Dsevolopment of siandard position descwiptions for positions which
exist in a mmber of Agency organizations and in large nubers
€o.go Intelligemes Assistent, Clerk-Typist. :

3a Dwélefmt of standards or standard position deseriptions for
Administrative catsgories of positions covered by the proposed
Administrative Officer and Pecialized Adminietrative position

SUrvey .

Lo Completiion of eoordination and pebliestion of 37 Interim Quelifieation
Standards 1listed in the appendix, ' ' '

5o PFinsl ccordination and publication of CIA Handbook of Classification
Titles z2md Codes. '

6o Participation in Staff Stwdies in the field of Salary and Wege
Miministration, a

d. Individeal Clessification Actiongs _
Staff swsibers will be wade availeble to handle the day~bo-dsy £low
of individusl actions and $mdividusl problems which yogquive prompt
action, Fxiersion of the survey program will be aimed ag keeping
both the imdividual actions and the individual problems to a minimms,

e¢- Table af Organisation Review and Distributions

1, This major work category will coutirue to ocoupy a substantisl pertion
of gtaff dime and must bo given & high priority, We are faesed
surrently with major T/0 revisions for Offics of Training; Office of
Qurrent Intslligence; Cover Division, DD/P; and anticipate othoy
important reorganisabicns te epring forth soun in the DD/P aFei,

Under the prosemt gystom of practically unrestricted liscense by
operating compenents to vequest T/0 changes » the Division gensrally
has from 50-60 T/0 requests in the provese of review amd approval
at any ome time,

20 A loug-existing problem is caused by operating components? e
 selecting” an individusl to f111 8 "to be" proposed position, detailing
him to the position, frequently making preparatory arrangements forr
his cvsrseas assignmant, and thon submitSing a request to establish
or reelassify a position to the individual's (or frequently a higher)
grade. Urder this condickion Li»is most difficult to conduct an
cbjective raview of the position, If the grade regquested is not

© SR
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warranted uvn the basis of available job information, a going
~operation may be adversely affected if the individual cannot be

utilized. Although the provisions of R [l can sowstimes be 25X1A
used to provide for the individusl®s assigmment to a position of

 lower grade than he holds, a more satisfactory solution would be

fér the operating office to obtain elassification approval of the
position before placing an individual in it., We have attempted %o
make the offices concerned awere of this problem, but nevertheless,
this type of ease still occurs at fairly frequent intervals,

Although progress has been made in adjusting office T/0% so thab
the Coiling ard Mudber of Positions coincide, a roceni trend withim
the ID/P Area of requests for increases in T/0 without a concomitant
increase in celling is noted. If this practice conbinues, clagsio

fication diffiewlties will recur inasmuch ag it 18 generslly nob

poasible to determine which 7/0 positions are to be filled and whieh
positions will remsin vacant dus to ceiling requirements, thus re-
eulbing in an artificial shifting of duties of the vacant positions
among the £illed positions,

| Spegial. Studies and Staff Services:

Studios and recommendations on the CTIA Svpergrade Strueture can

bo asawmed to be vequested of the Division in the future, In
addition; ewlsting supergrade allocations which have been in effect
for varyinz lengths of time will be reviewed and documentation for
each pogition prepared,

Existing machine records reports concerning Component grade distributions,
average Office grades, and our analysis ¢concerning 4bhe significance of
trends noted in the reports will be provided to Agency Officisls.

Studies with respect to extending the Service Designation to beccming
an inbtegral part of position titles are antieipated. ~ .

In the fleld of regulatory dasuances, active participation inm tha

developnent and coordination of RN Classification and Wage - 25X1A
Programy R Pay Dstormivation, and other Perscunel Repu'ations

is econtemplated, S _ T T

Scms pregress has been made in identifying m.litary positicns on

Tables of Organization, bal considersable more policy snd procedurel |

definitive ag to type of position,

work remains before this item is fully clarified and T/0's are move

Steps will be takem to revise existing procedures so as to expodite
the resssigmment of personnel to new Tables of Urganization and thus
to provide more accurate and current Position Control Registers to ‘

‘be provided to the operating components and the Persomnel Office,

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

Sk

= I0 -



. Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

TAB

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0



25X9A2
Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0



. Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

TAB

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0



Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

Next 1 Page(s) In Document Exempt

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0



Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

TAB

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0



25X9A2
Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

Next 1 Page(s) In Document Exempt

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0



Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0

TAB

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030011-0



25X1A

25X1A

Apprw For Release 2001/08/07 : 'CIA-RDPW1826R00010003001 1-0

W
ANNEX L

LISTING OF REPRESENTATIVE
STAF? STUDIES AND REPORTS

1. Tables of Work “xperience Requirements and Allowsble Substitutions:

Tanles were devaloped for the following categorieg of positionst

Specialized Administrative and General Professional Positions
Legal and Medicsl Positions _
Profossicnal Engineering and Scientific Positions
Cleriesl, Stenogrephic and Secretarial Positions
- Pechiticien and Profegsiomal-Ald Posibions

These tables cchsbitute revisions and additions to Tables praviously
developed for Administrative Officer and Sociel Sciente position categore
iegy Clesical, Stenographic, and Secvetarial popition categories; amd
Profesatonal Ingineoring and Scientific position categories, The purpose
of those tebles is to implement the responsibility impoged vpon the
Divisica by Agency Regwlation NN 1 Mowch 195L, for the developrend
of minimwn qualification requiremenis. They providn, for sach grade
within the cited categories, (a) gemeral requiremenis as to the length
and typs ¢f experisnce required end (b) alternate requivements oe to the
lenghh and type of Agency experience ab the nexbt lower grades, and, for
the respective categories ss a whole, patterns of the emounts of required
emperlence for which various kinds and amounts of oduostion and training
and varicus kinds of tests moy be substituted. The sarlier tebles have
been vbed in the formulation of minimmm qualification requirements in o
positicn descriptions, interim qualification stendards, and position stand-
ards. They have also been used by other coxponsnts of OP in the roview
and ovaluation of the qualifications of candidates for positions not
currently covered by any of the other qualification statemsnts. e now
teblern incorporate rumerous. chsnges in policy ard practics; including ..
chonees which would be required by the proposed smaendmemt to Regulation

Promotion, dated 15 October 195k, As soon as a decision is made
with respect 4o this propsed amendment to Regulaticn A ihese "25X1A
tables can be issued, Since they apply to a greater variety of positions
they will no doubt provide sdditionsl essistance in determining sppropriate
qualifications for positions throvghout the Agencys

2, Study of Promotion Progression Patternss

In connection with discharging the responsibility of the Agsigtant
Director for Personnel in the administration of the Agency promotion _ 25X1A
program, the necessity was apparent for amplifying Ragulation [ Frome-
tion with reapect to designabing lines of work in which one grade promotions

" were proper and lines of work inm which the normal advancement should be

catablished at twosgrade intervals within the GS=5 to 0S-11 inclueive
range, Accordingly, the Division studied past promotion practices in the
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Agency & well gomot‘ion progresaion patterns slsevhere in the Federal

Service aAPRENMEer Hgiopri0n OROTeSIARLIQHEELEHIYS 1N dIHLE"
promotion progressions for 811 Agency positions, To accompeny the

proposed changes to the Regulation, 5 Staff Study was prepared in which.

iions for the various lines of vork were get forth,

ine reasons for differentiating botwsen one-grade apd two-grade promo= - GEe

) staff study was prepaved for the DDCI setting forth the vecommepda>
tions of ths Offico of Personnel as to the proper supergrade structure for
CIA in terms of: (1) Totel pumber of ‘authorized positicns, (2) grade

adistritution of supergrade positions, and (3) distritution of supergrede
. positions among uajor components, One aspect of the study (subsequanily

sbendoned) related to a proposel to provide a pupplementary "Executlve

Pay® plen for irdividuals ocoupying positions determined to be of supsrgrade
level but limited to the GS=15 levsl because of supergrade ceiling zestric- .
tions, - This study roquired & detailed roview of supergrade posilions and
patterns in other agencies including the Office of Defence Mobilization,
Business and Defense Services Administration, Federal Civil Defense AMdninis -
atration, Atomic Engery Commission, the Depsriment of Stato, Forelgn :
Operations Administration, U. S, Information Agency. It &lso entailed &

study of the organizetion of these agencies, and & review of gencral -

organizational structure throughout the Governwent Service, As a resulb
of this study we oxpect that a sound end equitable sysiem for the estab-

1ishment end control of supergrade positions car bs put into effect,

Digtpibutis n_of. Persoopel Functions
> of Personre .. Deovelopment of Relat %éﬁ

. The stvdy of functional relationships between the Office of Personnel

" and the Logistics Office wes completed during the reporting perlod, This
study, which was conducted bty a tires-man task force, of vhich the GiD -

momber served as lsader, required the preparailon of funotionsl statements
getting forth the respective resporsibilities of esch Divieion of the
0ffice of Persomnsl for each type of personnel function and gotivity,
contrasted with the parallel vesponelbility of the Chief, Loglstics
office, Logisties Office Pearsonnsl officer, and Operating Division and

Staff Chiefs of the Logistice 0ffice for each persomnel function, Flow -
charts to show the origination, processing, distritution, end disposition

of all personnel documents used in carrying out all personuel functions
were alsc developed, Finally, based on proposed functional responsibilities;
a staff suthorization for the Logistics Office Personnel Bravch woee
recomuended, With the implementation of the proposals resulting from

this study, which is now under way, it is anticipated that there will be

& significant imgrovement in the operation of the persomnel function of
the loglstics, It is expected also ‘that the proposale will furnish e
pattern for improvemsnt of personnal activities in other operating

‘components of the Agency.

g X X b .
e T R o - e B e A el d R S A

A procedurs for uslng a vériety of move efficlent technigues to | :
develop apd maintain current posilion deeeriptions for all Agency positions

pﬂg:,;

u
wiababa &
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vag deveg.omv 3 ?nec?ggdtme iue&ude%%ﬁg MRQ%@%%O.O?'O&% n& al; -
: Additional Deacription, Pozition Description Amendmant Statement of

Differences, Standard Position Description, Reinstated I}escrip'tion opd
Documented Job Informationo The procedure incogporates msthods used

by other Agencies which srs sdaptable to CIA, imludiﬁg an adaptation

of & Position Description Amendment used by thsa Departiont of the Interior
for which the Clessification Chief of the Buresu of Reclemation received -

" & merltorious awerd, 1% is expecwﬁ that the' techniq.ws developed will .

'691 .

7.

the Ag@my °

greatly accelerate the developmont of full coverage of positions 'throngha

- oub the Ageney zpd will fﬂeﬂi&a‘b@ the maintenance of desariptiom oa a

cm:'rent ‘basis,

 position nvmbers and o ssta.‘bliah a record c&:ﬁ control over the &saiggl«» |

ment of mushers., The basic:purpose of the procedurs rogulating the
assigrment and use of positlon mumbers is to climimate chunges in numbers
of ths extent possible consistent with good classifieation practice, in
order to facilitate the tracing of changes in posiivions, to avoild un= -
realistic rosssignments, to: fecilitate the malntensnce of position
deacription and Job fnformation files, and to mininizs the necessity £
preperation of SF=50%s, The: Position Card Register will provide a
chronology of the orgmaiza‘tioml and olaasﬁication stams of T/O
pesitianm ‘

clus . ﬁ sletwation Rositions iz m,amo xzwmgnﬁlmzmmw
of Classif @Wmmmﬁﬁ | ,

A supplement %o the Occuyahional Hambcok of Gla«ssificatmn Ti*%;l@s

- and Codes were developed to:cover all "ingraded positicna® inciuded on

the Agency Table of O:i:ganizationa Approximstely 50 categories of p@sitiona
are involved, Codes, titles; definitions and ablweviations were devised,

and the complete supplemen‘h s now undergeing toordinstion within the - -
Divieion, Upon approval it is-expected that the supplement will fm:mmm
the wniforn and esqui‘&;able alasslﬁcation of ungmded poélitions tizrovwhmut '

agw&m%%%%@m%%m F;&.;eme Diﬁéﬁ’i@ﬁﬁ’ .

& detailed atudy of persmmel tornover and olessification of poaitd iona
in the Fiscal and Finance Divieions was mede in order to develop a repori
to the Inspsctor Generael to, answor comments pertaining to these probl%so
The study required & review of personnel files to abetrast signifiecant
data, the somputation of rates of reassignment and deperture, a dempariscon - -
with clasaification practice relating to similer poaltions in other: @gamiea o
and en explenation of personml polisy and r@sponai‘b:il&ty under Ag@my' :
Regulations,
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Sty of syoeptive Poy for Foreign Leaeies

' In response to a request from the Director of Tralning, the Division
prepered a Staff Study to the Daputy Director of Central Intelligence in
which the pros and cons of a2 plan to awerd incentlve pay for escquisiticn
of language and area krnowledge skills were summarized., In this comnsction
the British Intslligence Service incentive pay plan for langusge proficiency
was analyzed as well as the policy of Department of State amd U, S, Fareign
Operations Administration in this connection, ' The study's conchsions
pointed out the fact that information and agreement on the nature and
extent of the Agency's needs for specific foreign lanpguage skills as uell
as ares lmowledgia did not exist at this time, Therefore, until categories
of positicns in which said skills were prerequisite could be identified '
and existing employeoe langudge and area skills could be quentitatively -
and qualitatively invenmtoried, evaluated, &nd watched againet Agency =
requirements, no basis existed for the granting of incemtive pay for

language or ares s‘”uﬂy P C i 4

Neering completion as the report period ended was & study of the ' -
trend of the Agency sverage grade over a perlod of six years, including
an spalysis of the reasons for the upward trend, conclusions regarding
the significance of the trend ‘ard recommendations to the Director with
respect to action required to ‘bimre a sound classification structure for
the Agencye . R B A
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